State of California

DEPARTMENT OF WATER RESOURCES
JOB DESCRIPTION AND POSITION CLASSIFICATION

The Resources Agency

CLASSIFICATION

Executive Secretary |

SAP POSITION NUMBER MCR
50001281 1

DWR POSITION NUMBER
1700-1271-001

APPOINTEE

SAP PERSONNEL NO. [ DIVISION/SECTION
Safety of Dams/Office of the Chief

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Rank and File BU:
04

Supervisory Related BU: Confidential Related BU:

RESPONSIBILITIES EXERCISED
] Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

David A. Gutierrez Acting Division Chief

| Peggy Tang

APPROVED BY (Personnel Analyst's Name)

DATE

10/6/04

Percent of
Time

Activity

75%

DIVISION MISSION
Protect life and property from dam failure in accordance with sections 6000 to 6470 of the California
Water Code.

POSITION SUMMARY

The incumbent regularly performs a variety of difficult duties requiring a high degree of secretarial
skill. The incumbent in this position must possess the capability and willingness to consistently
exercise initiative, assume delegated responsibility, make independent decisions and take
independent action.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others, both in person and on the
telephone, follow verbal and written directions, have good writing, spelling, grammar, punctuation,
and verbal skills and maintain consistent, regular, and predictable attendance.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering and/or the Office of Water Education during Governor-
declared emergencies, flood, dam, SWP and other incidents and emergencies. This position may
serve in one of the sections as established in the Incidents Command System to assist the
Department in performing its emergency response functions. These functions are established in
the California State Emergency Plan and the Department’'s Administrative Orders. The specific
essential duties are:

Serve as secretary to Division Chief and and support staff to Field and Design Engineering Branch
Chiefs, Division of Safety of Dams. Duties include, scheduling meetings and making appointments;
making detailed travel arrangements and filing travel claims; screening telephone calls and visitors
and giving out appropriate information independently or referring to other staff members if

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print)

SUPERVISOR’S SIGNATURE DATE

David A. Gutierrez

>

EMPLOYEE’S STATEMENT:

| HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’S NAME (Print)

EMPLOYEE’S SIGNATURE
>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Executive Secretary | 1700-1271-001 50001281 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Safety of Dams/Office of the Chief
PerT(;%rg oF Activity

necessary; handling all mail for Chief and Branch Chiefs including arranging incoming mail in
order of priority and interest, independently routing mail to other personnel and overseeing the
follow-up to assure that deadlines are met; reviewing all correspondence prepared in the Division
for signature of the Chief or higher levels for accuracy, conformance with Departmental standards,
and the desires of the Chief; providing direction to support staff in Division on proper
correspondence procedures; composing correspondence on a variety of non-technical subjects;
maintaining any necessary files and manuals in the Chief’s Office; handling a variety of
assignments of an administrative nature.

15% Serve as Division Training Coordinator. Duties include using SAP to reserve class space for
employees; assisting employees in filling out various training forms; compiling and inputting
training histories; keeping log of pertinent classes for future use; distributing various forms for and
monitoring compliance with the annual Appraisal and Development Program.

10% Assist the Administrative Services section with various clerical tasks during peak workloads. This

may include mailing Emergency Procedures and annual spillway letters. Act for Deputy Director's
Executive Assistant as necessary.
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	activity: DIVISION MISSION
Protect life and property from dam failure in accordance with sections 6000 to 6470 of the California Water Code.

POSITION SUMMARY
The incumbent regularly performs a variety of difficult duties requiring a high degree of secretarial  skill.  The incumbent in this position must possess the capability and willingness to consistently exercise initiative, assume delegated responsibility, make independent decisions and take independent action.  

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, both in person and on the telephone, follow verbal and written directions, have good writing, spelling, grammar, punctuation, and verbal skills and maintain consistent, regular, and predictable attendance. 

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering and/or the Office of Water Education during Governor-declared emergencies, flood, dam, SWP and other incidents and emergencies. This position may serve in one of the sections as established in the Incidents Command System to assist the Department in performing its emergency response functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.  The specific essential duties are:

Serve as secretary to Division Chief and and support staff to Field and Design Engineering Branch Chiefs, Division of Safety of Dams.  Duties include, scheduling meetings and making appointments; making detailed travel arrangements and filing travel claims; screening telephone calls and visitors and giving out appropriate information independently or referring to other staff members if 

	classification: Executive Secretary I
	appointee: 
	dwr position number: 1700-1271-001
	sap personnel no: 
	sap position number: 50001281
	division: Safety of Dams/Office of the Chief
	mcr: 1
	percent 2: 








15%




10%
	activity2: necessary; handling all mail for Chief and Branch Chiefs including arranging incoming mail in order of priority and interest, independently routing mail to other personnel and overseeing the follow-up to assure that deadlines are met; reviewing all correspondence prepared in the Division for signature of the Chief or higher levels for accuracy, conformance with Departmental standards, and the desires of the Chief; providing direction to support staff in Division on proper correspondence procedures; composing correspondence on a variety of non-technical subjects; maintaining any necessary files and manuals in the Chief’s Office; handling a variety of assignments of an administrative nature.

Serve as Division Training Coordinator.  Duties include using SAP to reserve class space for employees; assisting employees in filling out various training forms; compiling and inputting training histories; keeping log of pertinent classes for future use; distributing various forms for and monitoring compliance with the annual Appraisal and Development Program. 

Assist the Administrative Services section with various clerical tasks during peak workloads.  This may include mailing Emergency Procedures and annual spillway letters.  Act for Deputy Director's Executive Assistant as necessary.

	supervisor name: David A. Gutierrez
	employee name: 


